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Training Program (5-day) on 
Attitudinal Development 

• Comprises 5 Modules (1 day each) 

(a) Time (b) Work (c) Team (d) Family and (e) Self 

• Each module comprises 4 Units (@ 1 session) 

• Each Unit has 2 Tests, namely - 

- 1. Objective Questions 

- 2. Self-written Essay by choosing options 

• Each Unit, once successfully attempted, helps 
one obtain 1 Certification Point. 

• The Training Program comprises 20 Points. 
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Timely Day, Daily Time... Planning the day 




1. The day went by sooooooooo fasssst... 

2. When did it become time to go home? 

3. I always finish my work at office even if it 
means sitting up late at office. 

4. Lunch? What’s lunch? 

5. I have a checklist of tasks planned... 

6. My schedule is planned. I have a list, a 
diary, a planner, a computer-reminder... 


Planning your day on a daily basis 


Manage time on a daily basis to increase 
productivity. 

Develop a daily plan 

Manage technology 

Say "no" to doing too much. 

Focus on planning, scheduling, and 
concentration skills. 

Handle e-mail, the Internet, and the 
telephone productively. 


Plan the benefits of the day 


Try to identify the benefits of planning. 

Arrange the steps for planning a day. 

Identify tasks not to schedule. 

Identify guidelines for making good 
decisions about technology. 

Arrange the steps to saying 'no'. 

Decide and determine the lunch menu. 

Get a good evening snack tucked in. 


Steps to plan the day 


Identify guidelines for 
creating a daily plan. 

Identify tasks not to 
schedule. 

List obstacles you 
should avoid when 
planning 

Develop guidelines 
you should follow in 
planning and 
scheduling your day. 



Managing Technology 



Identify guidelines for 
making good decisions 
about technology. 

Guidelines for e-mail. 

Guidelines for not 
wasting time on the 
Internet. 

Guidelines for not 
wasting time on the 
telephone. 







Causes of doing too much 


What’s Wrong? 

Not being able to say “NO” to 
avoid doing too much. 

Not being able to control time 
in order to improve productivity 
during a day. 

Not being able to deal with 
people to achieve effective 
collaboration. 

Not managing information in 
files, on the computer and 
available in documentation. 

Need to plan for interruptions 

Being absolutely sure that a 
plan is always meant to work. 

Worry about lost time. 


What should be done? 

• Recognise time-wasters when 
being discussed and say “No” 
in a pre-emptive manner. 

• Understand productive actions 
and recognise non-productive 
actions. 

• Schedule non-official meetings 
for non-productive discussion. 

• Understanding information 
management systems. 

• Recognise that a plan will 
always fail. Have a back-up 
plan with several options. 

• There is no such thing as “Lost 
Time”. The past is never in the 
present. 


Managing people during a day 




Prepare your own “secret” guidelines for minimizing 
interruptions. 

Select some of your “secret” guidelines for different days 
and for different occasions for minimizing interruptions. 

Identify the steps for making meetings more productive. 

Identify “secret” guidelines for making meetings more 
productive for you, your team and for your organisation. 

Identify questions to ask yourself to overcome 
indecisiveness. 

Recognise your weak points in losing control over the day. 

Become very adept at minimizing unnecessary 
distractions during the day. 


Important vs Unimportant Info? 


There is a lot of information out 
there. What is important for 
you may be unimportant for 
others. 

Follow steps to distinguish 
important information from 
unimportant information. 

Arrange in order the steps to 
overcome information 
overload. 

Identify methods of screening 
information. 

Identify guidelines for how to 
control paperwork. 

Identify ways to handle 
information. 


• Identify types of files or 
information that increase 
productivity. 

• Identify items that should be 
filed. 

• Every office has a very large 
amount of information running 
through a department. 

• Identify the experts who 
handle the information 
overload, control the 
paperwork, and filing. 

• Gain a better understanding of 
how to control your own 
Droductivity by controlling 
nformation. 



Systems help plan your day 


Follow systematic guidelines 
for communicating with 
others. 

Identify steps to follow to 
develop focus on each activity 
slot of the day. 

Ensure repetitive actions have 
pre-formatted text. 

Do not repeat a task more 
than once. If required, 
delegate or develop a form. 

Distribute your schedule to 
everyone so they can plan 
their schedules. 


il** 




Cost of doing too much is high... 


• Often, people who try 
to do too much are 
thought of as 
workaholics. 

• If you attempt too 
much, you're probably 
already aware of the 
drowning effect 

• You may find that you 
constantly miss 
deadlines 










You do too much to achieve 




Everyone enjoys the recognition and reward that 
achievement brings 

But, the need to achieve can also cause you to 
take on more work than you can handle. 

When thinking about what you can achieve, be 
careful to not take on too much. 

When you think of how much you would like to 
achieve, think of how much “time management” 
issues you might have. 

Remember, if you take on too much work, the 
end result will be missed deadlines and low 
quality work. 


What did we learn? 

Were there any learning points? 
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Learning Points 



Planning your day on 
a daily basis 

Plan the benefits of 
the day 

Steps to plan the day 

Managing technology 

Causes of doing too 
much 

Managing people 
during a day. 


Important vs 
unimportant info? 

Systems help plan 
your day 

Cost of doing too much 
is high 

You do too much to 
achieve 


Just one point... 

What did I learn - Planning the Day... 

1. Steps to plan the day 1 • - 

2. Tasks not to be 2 

scheduled ’ 

3. How not to waste time 3. _ 

on the computer. _ 

4 

4. Recognise your weak 
points during a day. 


5 . 


Repetitive actions 
should have formats. 






















Module 1: Unit 4 

Test 1 - Objective Questions - True /False 

1. I can use the computer for documentation and e-mail to create new time. 

2. I usually work each situation in detail. Every task is reviewed and discussed 
before action is taken. 

3. My team members and colleagues come well prepared for the meetings 
because I brief them about the agenda and provide discussion notes. 

4. I am aware of “meeting behaviour” of most meeting attendees. However I 
feel a meeting should be held in an informal manner and be helpful. 

5. I ensure that most colleagues have access to my information and therefore I 
expect that my colleagues should provide me with their information. 

6. I usually find that I do not know what my colleagues do, and what they have 
achieved. As a result, I do not know if they know about my achievements. 

7. I would like to ensure that notice-boards, newsletters and periodic journals 
should carry news about my organisation and my colleagues. 

8. My office has an achievement incentive system that encourages everyone to 
work better and more. I find that it helps me work more than expected. 

9. My colleagues find me working efficiently and better and this inspires them 
to work better. The organisation benefits as a result (and I work more...) 

10. lam able to plan my day efficiently. I have a checklist of tasks. I copy them 
down in my diary. I also write them down on my computer. I have pasted my 
task list at my office desk. 



Module 1: Unit 4 

Test 2 - Options based Essay - 1 



“Insecurity is another cause of trying to do too much. 
You may take on additional work to prove your 
worth to your co-workers or supervisors. If you 
work too much because you 're insecure about your 
worth in the workplace, remember that doing too 
much almost never yields positive results. 

Your work will often appear hurried, or you may not 
complete your work at all. Time Management is to 
take on a realistic workload and concentrate on 
quality, not quantity. ” 

I agree /disagree... however, I feel differently... 


Module 1: Unit 4 

Test 2 - Options based Essay - 2 




“Another cause of doing too much is failing to 
delegate, which is the quickest way to have too 
much to do. If you fail to delegate because you 
don't fully trust your staff to complete the work 
delegated, you'll quickly become overwhelmed. 
Remember that your supervisors won't be 
impressed if you accomplish several tasks but 
make serious mistakes in each of them.” 

I know this problem... I suffer from it... but... 


Concluded 
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